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Barbara Burris Named 2006 Administrative Professioml of the Year

Barbara Burris was named Administrative Professional of e or
2006 at the annual seminar held on April 18th. The awasdpre-
sented by Karen Corea CAP. Corea cited Burris’ involvernneait
areas of IAAP including her membership on several committeasd
office, fundraiser activity, attendance at IAAP educational exaamds
community service. Burris, an IAAP member since 1996élsis our
unofficial historian, regaling the chapter with humoraasounts of our
activities.

The seminar was well attended, and the audience was very redeptieespeakers. The morn-

ing started with The Honorable Debra McCartt, Mayor of Atlmarspeaking on “Creating Excelr

lence in Your Community”. She shared highlights of her paat in office and commended the
attendees on their desire to excel in their professional anoingeite.

AMA TechTel presented “What is Voice Over IP and Why Do | NkgtJeff Randal, a repre-
sentative of Cisco from Houston, gave the bulk of thegmt@sion, explaining how VOIP, the
communication system of the future, available today, canezirall of our communication
sources and transmit the information to us either on@upater or through our computer to ou
phone. Dave Bennett and Ty Shelton, of AMA TechTel wrappethe presentation by explain
ing how AMA TechTel can assess your company’s needs to gratvidright system.

During lunch Jo Ann Haddock and Chris Lyles, Maste€efemonies, presented an Abbott an
Costello, “Who's on First?” version of purchasing a coiep.

Kari Lynn McSpadden of the Amarillo Area Foundation Uedin a goal-setting exercise, show-
ing us the importance of setting a start date, an end ddtésting the steps necessary to get
from point A to point B.

Linda Cook, M.A., M.Ed., a professional life coach entelday by teaching us to strive to be
well-balanced in our life. She encouraged us to pay attetatitire physical,
emotional and spiritual parts of our life in order tongrour life into balance.
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Ladies,

The countdown is on until the end of school and reemactivities are upon us. Where did the year
go? We're also counting down to the end of theafigear for IAAP. At the May meeting we will vote
for the board for 2006-2007. We have a vacanchéndffice of Secretary. If you would like to toss
Janetvowe.your hat into the ring, please contact Chris Lyefore the May meeting. The candidates for|the
President board are: President—Lisa Thomas; Vice Presidertiris@yles; Treasurer—Tammy Norton; Direc-

tor—Janet Howe CPS/CAP.

The seminar was a wonderful success. The commentseoevaluation were 98% positive. All the speakeere
well received. | would like to thank the entire aoittee: Chris Lyles, Chairman, Emily Garner CPS/CRRBrbara
Burris, Tammy Norton and Pam Moore. This team digtesat job pulling everything together under tredkership of
Chris. I've dubbed her the Queen of Lists! She kepall on task. Even though the seminar was & guezess, w
are always open to suggestions, so please dostiypé/NVe welcome your comments.

1%

We are so grateful to the companies and individwals donated gift bag items and door prizes. Pleasehe list of
donors in the newsletter.

Congratulations to Barbara Burris on being name®AP 2006. She is so deserving. I've said it mamyes—
Barbara is my go-to person for so many things.iStaéways willing to help, to lead, and to encowadj of us. Shé
is a true blessing in our chapter and in my life.

14

To answer questions on why we have moved our nge&igation to Masterson Management for May—Kyle laleu
booked the Gathering Place, and since we werentlales group, the venue was not available to uslyfE@arner is
graciously allowing us to use the conference rotmnea office. Wewill have a meal, but at press time we are still
working out the details. We’ll probably order boxats from Jason’s Deli or an equivalent place ailidagk you to
fax or email your choice to Emily by Tuesday, Madk.90nce the details are worked out, an email mélsent to thg
members. Please bear with us as we work out defZit®kini’s private room was already booked, agensome
other locations—busy time of the year.)

1%

Don’t forget the Mother's Day Flower Delivery furadser on May 13th. We’'ll meet at Alexander’s Flosv€t700
Amarillo Blvd. East) between 8:00 and 8:30, thesd@p and start making money. If you are not ugmg vehicle
you may park on the east side of the building,@e&ase don't block the drive area around the gidLoading is
from the back of the building.

We are also selling Quick Quack Club Cards as draiger. The cards are $10 each. If you purchase wash fof
$7 or more using the card (and then scanning i efier the value has been depleted) you get achewash after
the 10th paid car wash. Also, with the card (eviter @epleted) you get a free car wash on youhfay—just scaf
the card and show your driver’s license to thenalé®t. The cards can be refilled. These will maleaggifts for
grads, secret pal gifts, birthdays, Mother’s Dayather’'s Day, congrats to a new driver, “woohoo-tgot a new
car” gifts, or “just because” gifts. (You can evstiock up now for stocking stuffers, Boss Day, ockbto school
gifts—the cards don't expire!) Please contact Li@mas for your cards or for more details. All udscards ang
money must be turned in by May 27th.

With all that is going on right now—don’t forget take time for you. Even 10 minutes can be rejatiag, and you
are worth it!

Lookin’ for those May flowers...
Janet Howe CPS/CAP
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Grammar School Water-Saving Tips

Lose, Loose or Loosen-In their verb forms these words| [ When washing dishes by hand, don't let the water rup

are occasionally confused, particularly the fivgd because | While rinsing. Fill one sink with wash water and the othgr
of their doubling of the ‘0’ with rinse water. Use the rinse water to water

plants . Keep a pitcher of water in the refrigerator instgad
of running the tap for cold drinks, so that every dropsgo

To loseor ‘mislay’ has one ‘0’The maze of streets in the down you not the drain. Wash your produce in the sink

old part of town made it easy to lose one’s way. or a pan that is partially filled with water instead of rungr|i
water from the tap, then use the water on your plants.

Tolooseis to ‘set free’, ‘cast off' We loosed the dinghy Only water your lawn when needed. You can tell this|by

from its moorings. simply walking across your lawn. If you leave footprints|

it's time to water. Install low-volume toilets. If your
To loosenis to ‘make looser’, to ‘untighten’, either litéiga | | toilet was installed prior to 1980, place a toilet dam or

or figuratively: A few drinks certainly loosened his tongud Pottle filled with water in your toilet tank to cut dowsn
the amount of water used for each flush. Be sure these]

devices do not interfere with operating partd/hen kids
want to cool off, use the sprinkler in an area where youf
lawn needs it the most. Adjust your sprinklers so they
] ] water the grass rather than sidewalks, driveways and
How to avoid: Lostandloseboth share a single ‘0’ spell-| | streets. Select the proper size pans for cooking. Large
ing—a useful guide to which meaning you are dealitd. | [ pans require more cooking water than may be necessdry.
When you have ice left in your cup from a take-out
restaurant, don’t throw it in the trash, dump it on afplan

(The past tense forms dost, loosedandloosenedrespec-
tively.)

FromWho's Whose A No-Nonsense Guide to Easily Conftveedsby Philip Gooden

COMPUTER CORNER
Submitted by Jo Ann Haddock

Open E-mail, Insert Foot

Unfortunately, e-mail has such an informal feel to it thahy e-mailers forget that they must remain professiontd,ibavhat
they say and in how it gets delivered to the recipient. BEiexré.0 quick tips you can use right now to help youtsmstbme more
professional and efficient in your e-mail business conications:

1. Fill in all the appropriate fields. Make sure you use the subject line to identify your messag
2. Be clear and conciseKeep the message brief--four to five short paragraphsresienum. Your main points should be made
in the paragraphs that can be seen on the opening screleoeiviaving to scroll. If you must send more, serad iin attach-
ment.

3. List the file name and application needed to open attachmén Don't make them guess or get frustrated trying to read you
mind. And--don't forget to attach your file.

4. Say when you expect a replyState it in the first paragraph of your message alongamitbxpected time frame.
5. Proofread your e-mail. Certainly check for correct grammar, punctuation, andiegelbut also watch for unintended or mjs-
interpreted messages that may be implied in your wordst @dynon the spellchecker to know the difference betwiggn and
wrong.

6. Use the right handling action.To ... CC ... BCC ... Forward ... Reply ... RephAtb-each has a specific purpose, and it pays
to stop and think before clicking a button.
7.Include a reminder. When responding, include just enough of the original ages$o refresh the reader's memory about the
content. You don't have to include the entire stringexf each time you respond.
8. Type it once.One e-mail message can be sent to multiple addresses--as jmuyaselective and don't clutter the mailboxes
of people who don't really need the message.

9. Use a signature An automatically inserted signature consistently provides gontact information to people receiving yol
e-mail.

10.Use plain text formatting. Especially if you intend for others to read your e-roailPDAs or mobile phones, text formatting
allows for universal readability.

=
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Information Center

Monthly Networking & Education Session
Date: Thursday, May 11, 2006

Time: 5:30 p.m. Networking
6:00 p.m. Dinner
6:30 p.m. Program
7:00 p.m. Business Meeting
7:30 p.m. Adjourn

Location: Masterson Management Conference Room
3601 West 28th Ave.

Program: Scott Williams
Toastmasters International
“The Toastmasters Spirit”

Menu: TBD (see President’s letter for explanation)
Program and meal cost is TBD
Watch for an email

RSVP: Please contact Emily Garner CPS/CAP, 353-7321 or
mastersonmgmt@sbcglobal.net by 12 noon , TUESDAY,

On Your Calendar

May 5 & 6
CPS/CAP Exams

May 13
Mother’s Day Flower Delivery
Fundraiser

May 18—21
T-L Division Annual Meeting
Houston

August 7—10
International Convention
Reno, NV

May 9th with your reservation for dinner or to cancel
your standing reservation

Copying your Screen
in Windows

Need to show someone a copy of your
screen? Simply hit the "Print Screen!
button. Unlike its name, it will not ac-
tually PRINT the screen, but it will
copy it to the Windows clipboard. Sim
ply open up your word processor ang
PASTE it (Ctrl-V) into a blank docu-

ment. # $

If you have more than one screen
showing, hold down ALT before hit-
ting the Print Screen button. You will
capture only the active screen.

The Amarillo Chapter IAAP 2006

Upcoming Programs

June—Sharon Minor of Leadersh
Amarillo; an organizational over-
view

July—TBA

August—Kellie Tiner of Worth
The Wait; “Working to Reduce
Teen Pregnancy in the Amarillo
Area” (teenagers welcome, and &
couraged to attend)
September—Michelle McPhail,
Leadership Texas; “Giving Wome
a Voice”

October—Boss Day Event
November—TBA
December—Christmas Party

p

Future door prizes will be provided b

May—Patsy Wells CPS/CAP
June—Janet Howe CPS/CAP
July—Pam Moore

scholarship was awarded to Stacy

Tickner of Perryton. Stacy will be a
junior at West Texas A&M University
in the fall. She is pursuing a degree |
business and education. She currently
works at the Darrouzett School Dis-
trict. The scholarship is for $250.

)

Windows - Is your "Program” list get
ting a bit big? Click Start, Programs
"All Programs"), right-click on any

item and choose "Sort by Name." Nd
you're organized!

or

W,

April membership: 20

May 2006 An Essential Piece @

Page 4



